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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Tim Garza 
	SUPERVISOR'S CLASS: Chief Information Officer
	personnel analyst: Theresa Nunez
	personnel date: 6/15/07
	PERCENT OF TIME: 40%
	activity: POSITION SUMMARYThe Executive Secretary I reports to the Chief of the Division of Technology Services performs difficult and responsible secretarial work.  The Executive Secretary I acts as a primary technical lead over the Division's office clerical support staff to ensure that a high level of quality service is being provided to Management staff.ESSENTIAL FUNCTIONSUnder the general direction of the Chief of the Division of Technology Services and supervision of the Administrative Officer II the Executive Secretary I demonstrates initiative and independently performs a variety of secretarial and administrative duties.  This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.  The incumbent must have excellent written and verbal communication skills and the knowledge to operate a personal computer.  The essential duties are:  Provide support to the Chief of the Division of Technology Services, Administrative Officer, and Division of Technology staff.  Responsible for the Division Chief's calendar, scheduling appointments and arranging meetings in MS Outlook; Process the Chief's incoming correspondence/mail for priority action and where appropriate refer to staff to reply; has ability to recognize and handle confidential material.  Review all outgoing correspondence and documents prepared by other staff members for the signature of the Division Chief or persons in higher levels of the Department for consistency with administrative policy as well as for format, surname signatures, grammatical construction, and accuracy;  Act as lead person to divisions clerical staff, providing technical advice, and assistance to ensure departmental standards and procedures are adhered to, maintain control on assignments for follow-up; independently or, in accordance with general instruction, compose correspondence and status reports on a wide range of subjects requiring a thorough knowledge of the procedures and policies of the Department.    
	classification: Executive Secretary I
	appointee: Vacant
	dwr position number: 0500-1247-xxx
	sap personnel no: 
	sap position number: 50002353
	division: Technology Services Program Administration/Support
	mcr: 1
	percent 2: 30%15%10%5%
	activity2: Receives visitors and telephone calls and refers them to appropriate staff members; responds to telephone and personal inquiries which do not necessitate the attention of the Division Chief. Receives, screens, and redirects calls from public agencies, vendors, private sector, and individuals; utilizes considerable judgement, provides factual information in response to inquires. Responsible for meeting preparation, including securing meeting location, development of agenda, preparation and distribution of meeting notes, background materials as applicable and identifying equipment needed. Participates as scribe for weekly Manager meetings; transcribe minutes for weekly distribution.  Sets up and maintains confidential and administrative files.  Acts as Deputy Director's secretary when necessary.  Maintains Chief's administrative and centralized files for the Division. Tracks, monitors and issues out Department of General Services blue charge cards, office keys and obtains building passes for staff.  Provides report on monthly basis to Administrative Officer on use of charge cards.Makes travel arrangements; prepares in-State and out-of-State travel expense claims, conference convention attendance requests, and training requests for the Division Chief in compliance with DGS standards .  Other duties as needed.KNOWLEDGE, SKILLS, AND ABILITIES:Knowledge of:  Modern office methods, supplies, equipment and procedures, Business English and Correspondence, Micro Word, Excel, Power Point and SAP.Ability to: Type 45 wpm, read and write English at a level required for a successful job performance, communicate effectively, analyze situations accurately and take effective action.  Work effectively and maintain composure under pressure of short lead times, function as a team leader. Skills:  Incumbent must manifest high degree of initiative and independent judgment, dependability, discretion, and ability to adapt to changes in assignments and priorities.  Must have  strong editing skills, including punctuation, and exceptional grammar and spelling skills.   
	supervisor name: 
	employee name: 


